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1. Overview 

This manual covers how to generate application letters for CCS and GHPP clients. 

Upon completing case registration on CMS Net web, users may generate the 

application process via CMS Net Web or generate via Correspondence module. This 

manual also explains how to update the application status from the Registration – 

Additional Information tab or View Correspondence and covers the correspondence 

rules and FAQs. 

2. Objectives 

Upon completion of reading this manual, you will be able to: 

 Generate application letters 

 Update application status 

 Undo application status if necessary 

 Start a new cycle if necessary 

 Learn correspondence rules 

3. Definitions, Abbreviations & Acronyms 

Term Definition 

CCS California Children’s Services 

CMS Children’s Medical Services 

CMS Net CMS Case Management System 

CMS Net Legacy CMS Case Management System – Legacy Application 

CMS Net Web CMS Case Management System – Web Application 

DHCS Department of Health Care Services 

GHPP Genetically Handicapped Persons Program 

PMF Provider Master File 

Non-PMF Non-Provider Master File 
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4. Search – Application Letter Series & Non-Series 

There are several options to search for application letter. This manual will only discuss 
using the category filter to search your letter. For Advance search options, refer to 
Correspondence manual. 

 

 
    Figure 4-1, Access the Correspondence 

 

Click “Correspondence” on the CMS Net Web Program Modules. 

 

 
    Figure 4-2, Correspondence Search 
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User will be directed to the Correspondence Web. 

 

Step 1. Begin Date: from Correspondence module, edit the default begin date to 

be the client’s DOB (Note: begin date cannot be before 01/01/1988) 

 
Step 2. Category: Select Application Letter Series & Non-Series from the 

dropdown pick list 

 
Step 3. Select the client you want to search letter for.  

 

Step 4. Click on the “Search letters” button.  

 

 
Figure 4-3, Correspondence Search Results  

 
 

Step 5. User will be directed to the Correspondence Search Results page as seen 

above.  
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5. Generate Application Letter Series & Non-Series 

Application Letter Series & Non- Series is generated and completed from the 

Correspondence module. 

Steps to Request an Application Letter Series & Non-Series letter 

 

 
Figure 5-1, Create letter 

Step 1. From Correspondence module, select the client you want to create 

letter for.  

Step 2. Click on the ‘Create letter’ button.  
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Figure 5-2, Correspondence Create 

 
Step 3. Category: Select “Application Letter Series & Non-Series”  

Step 4.  Correspondence: Select the correspondence type.  

 
CCS Correspondence Type:  

C-36  Application letter #1  
C-36HF Application letter #1 Healthy Families  
C-36HFO Application letter #1 Healthy Families (non-series) 
C-36M  Application letter #1 Medi-Cal 
C-36MO Application letter #1 Medi-Cal (non-series) 
C-36MTU Application letter #1 MTU 

 
GHPP Correspondence Type:  

G-36 - GHPP Initial application/financial packet #1  
G-34 - GHPP Annual application/financial packet #1  
G-37 - GHPP Incomplete application/financial letter #1 
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Figure 5-2, Correspondence Create 

 

Step 5. Addressed To: The system auto populates the client’s primary 

address as seen above, once the correspondence type is selected.  
 

Step 6. Add/Edit: Select courtesy copy using the Add/Edit button if 

necessary. This is optional.  
 

Add/Edit: Allows Users to send courtesy copies to additional parties. If the 
letter requires approval, then the approval section will appear and selecting 

an Approver is required.  
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Figure 5-3, Supplemental Attachment Chart 

Step 7. Attachment: Select supplemental attachment if necessary. This is 

optional.  

 Supplemental Attachment Chart above outlines which attachments are 

available for each letter type. 

 PSA: if PSA is selected as an attachment, program eligibility date will only 

auto display only on template if program eligibility dates is establish via 

CMS Net Legacy.  
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Figure 5-4, Correspondence create  

 

Step 4. Case Note/Comment: Add case note comments.  

 This only displays on case note and not correspondence.  

 
Step 5. Save & Print: Click the “Save & Print” button to print correspondence.  
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Figure 5-5, Example of Application Letter 

Once you select the “Save & Print” button, system will display the correspondence as 

seen above.  

 

 
Figure 5-6, Correspondence Search Results  

 

 The letter is now created and displays as seen above when searched.  
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Application Letter - Rules and Helpful Information  

CCS & GHPP:  

Application letter may only be generated for the following case statuses: Active, 

Pending, and Reopen Pending.  

 

CCS Only:  

 Application tickler: The second and third letters is generated by due process 

based on the ticklers set from previous (1st) sent letter for CCS.  

Tickler: upon completing the letter, the system sets the Application Letter series 

tickler to be T+20 days 

 C-36  C-36A   C-36B 

 C-36HF  C-36HFA  C-36HFB 

 C-36M   C-36MA   C-36MB 

 C-36MTU C-36MTUA  C-36MTUB 

 PSA as attachment: program eligibility date will auto display only if program 

eligibility dates have been establish via CMS Net Legacy.  

 

GHPP Only:  

 Application tickler: The final notice is generated by due process based on the 

ticklers set from previous (1st) sent letter with ability to generate final letter.  

Final letter in series may be generated once 1st letter is set to “Sent” status.  

 G-34A - GHPP Annual application/financial packet #2 (final) 

 G-36A - GHPP Initial application/financial packet #2 (final) 

 G-37A - GHPP Incomplete application/financial letter #2 (final) 

Tickler: upon completing the letter, the system sets the Application Letter series 

tickler to be T+30 days for below:  

 G-34  G-34A   

 G-36  G-36A  

 

Tickler: upon completing the letter, the system sets the Application Letter series 

tickler to be T+15 days for below:  

 G-37  G-37A   
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6. Generate Application Letter via Registration Module 

Besides going to Correspondence module, users have the opportunity to create 
application letter upon successfully creating a new client or reopening a case to pending 
or reopen pending status.  

 

After completing the case registration or status update to either pending or reopen 

pending, system will prompt the user with message. 

 

 

 
Figure 6-1, Updating Registration Module 
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Step 1. Click Yes: System navigates user to the Correspondence page.  

 Create Correspondence page  
       Step 2. Click No: Stay on screen with saved client information update. 

 

 

  

Author’s Note: 

 System will auto generate 2nd and 3rd letters unless application status entry is 

entered. 

 When application status entry is entered, future tickler is removed. 
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7. Update Application Status as Signed or No Action 

There are two modules users can utilize to update application status:  

 Update Status via Registration – Additional Information Tab 

 Update Status via Correspondence – View Correspondence 

 

And both modules allow user to update the status with two options:  

 Option One: Update Status as “Signed App” with date signed. 

 Option Two: Update Status as “No Action” with reason for no action taken.  

 

Update Status via Registration – Additional Information Tab 

As stated above there are two modules users can utilize to update application status.  

This section will discuss how to update the application status via Registration – 
Additional Information Tab.  

 

Below steps is to show you how to update application status via Registration – 
Additional Information Tab 

 

 
Figure 7-1, Registration Search 

Step 1. Go to Registration module 
Step 2. Select your client and click “Edit Patient”  

Step 3. System will take user to Patient Information tab 
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Figure 7-2, Additional Information Tab 

 

Step 4. Additional Info tab: click “Additional Information” tab 

 

 
Figure 7-3, Additional Information Tab – Status Entry 

 

Step 5. Application Status: Select application status from the drop down. 

Option One: Update Status as “Signed App” with date signed. 
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If Signed App is selected, App Received Date field will enable for signed date to be 
entered. 

 

Option Two: Update Status as “No Action” with reason for no action taken. 

 
If No Action is selected, No Action Reason field will enable for reason to be selected 
from drop down. 

 

Step 6. App Status Comments: After selecting the application status, enter an 

application case note comment. This is optional.  
 

Step 7. Save: Click “Save” button when done and system will save updated status 

and auto generate case notes for the status update.  

 

 

 

 

 

 

 

 

 

 

 

  

Author’s Note: 

If an application letter is not needed, user may directly go update status as received or 

no action.  

o Search for client in Registration. 

o Go to Additional Information Tab and enter status rec’d 
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Update Status via Correspondence – View Correspondence 

You may also choose to update the application status entry via View Correspondence 

as mentioned in above section.  

 

Below steps is to show you how to update application status via Correspondence 
module.  

 

As in above section, there are two options to enter status entry information once 
application is received or if no action needs to be updated on record to stop tickler. 

Option One: Update Status as signed application received and date sign. 

Option Two: Update Status as No action with no action reason. 

 

 
Figure 7-4, Search Client 

 

Step 1. Main Web Correspondence screen:  Go to Correspondence module 

Step 2. Search Letters: select client and click “Search letters” button 

Step 3. System then takes you to the Correspondence Search Results page 
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Figure 7-5, Correspondence Description 

 

Step 4. Click on the Correspondence Description link 
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Figure 7-6, View Correspondence 

Step 5. System will then take user to the View Correspondence page 
Step 6. Scroll down to the bottom of the page to “Application Letter” section 
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Figure 7-7, View Correspondence 

 

Step 7. Application Status: Select application status from the drop down.  
Option One: Update Status as “Signed App” with date signed. 

   
If Signed App is selected, App Received Date field will enable for signed date to be 
entered. 

 

Option Two: Update Status as “No Action” with reason for no action taken. 

 
If No Action is selected, No Action Reason field will enable for reason to be selected 
from drop down. 

 

Step 8. Application Letter Series Case Note: After selecting the application status, 

enter an application case note comment. This is optional.  
 

Step 9. Save: Click “Save” button when done and system will save updated status 

and auto generate case notes for the status update.  
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Application Status Entry- Rules and Helpful Information 

The two modules users can utilize to update application status:  

 Registration – Additional Information Tab 

 Correspondence – View Correspondence 

 

Stop letter tickler by selecting a status from the Application Status dropdown. 

 

Application Status is a dropdown with two options: Signed App and No Action. 

 Signed App: User may indicate sign status and date signed. 

 No Action User may indicate no action and the reason for no action. 

Status entry case note: upon saving status entry, a case note is generated.  Case note will 

display date signed and status or the no action and the no action reason. 

 System generate case note when application status entry is entered.  

 Auto case note generates regardless of whether user enter comment in Case 

Note/Comments section or not. 

Some FAQ:  
 
Q: I received a signed application, I don’t need to send an application out, what should I do?  

A: Go to Registration – Additional Information Tab and update the application status as signed app and 
enter date received.  

 

Q: When can I update the status entry via Registration – Additional Information Tab? 

A: You may update status any time.  

 

Q: When can I update the status entry via View Correspondence page?  
A: Letter must be in sent status to update status entry from View Correspondence page. When 

application status entry is entered, if exists, system will delete unsent application series.  

 

Q: When can I undo status entry?  

A: If status entry is entered in error, user may undo the status within 90 days of 1
st

 letter being sent from 
View Correspondence page. After 90 days, user may undo status via Registration – Additional 

Information Tab 

 Note: no case note is generated for undoing status.  

Q: Reopened case, what happens to previous status entered? 

A: The system clears the application status entry from the Additional Information tab for all case closure 
reason except NEG1, which system retains the application status entry with ability to edit.  

 

Q: What happens when a case is closed, denied, or put as not open? 

A: If no status entry exists, system inputs reason “Registration status changed” on application series 

when status changes from Active, Pending, Reopen Pending to Closed, Denied, or Not Open.  
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8. When/How to undo Application Status 

In case you updated the application status on the wrong client or just need to undo an 
entry entered in error. This section will show you how to undo the application status.  

 

You may undo status entry via Registration – Additional Information Tab or 
Correspondence module via View Correspondence page 

 

 

 
Figure 8-1, Add screen shot of entry 

 

Step 1. Go to Registration – Additional Information Tab  

 

Step 2. Application status: undo the status by putting the status back to “Select.” 

Step 3. Save: click save to save the information.  

 

Please note, case note will not auto generate for undo update. If necessary, go enter a 
case note in Case Note module. 

Undo Status Entry- Rules and Helpful Information 

Registration – Additional Information Tab – may undo any time. 

View Correspondence – may undo status entry within 90 days of 1
st

 letter sent.  

 

Q: When can I undo status entry?  

A: If status entry is entered in error, user may undo the status within 90 days of 1
st

 letter being sent from 
View Correspondence page. After 90 days, user may undo status via Registration – Additional 
Information Tab 

 Note: no case note is generated for undoing status.  

Q: I want to start a new series; will the system cancel my existing series?  

A: Yes, if there is no status entry entered on the current series.  
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10 Start New Cycle or Switch Letter Type 

In case you started the series with the incorrect letter type, you may start new cycle at 
any time.  

 

How to Start a New Cycle:  

Step 1. From Correspondence module, select the client you want to create 

letter for.  

Step 2. Click on the ‘Create letter’ button.  

Step 3. Category: Select “Application Letter Series & Non-Series”  

Step 4.  Correspondence: Select the correspondence type.  

 

 
 

Step 5.Mesasge Prompt: system will prompt you with the above message.  

 
OK: Click “OK” to cancel the existing series and system will allow you to 

continue and start your new series. See section 4 for instructions on how to 

create series and non-series.  
 

Cancel: Click “Cancel” to exit and not cancel existing series.  

 

 


